Department of Defense

INSTRUCTION

September 16, 1987
NUMBER 1444. 2

ASD (FM&P)
SUBJECT : Consolidation of Autonmated C vilian Personnel Records

Ref er ences: (a) DoD Instruction 1444.2, subject as above, May 26, 1981

(hereby cancel ed)

(b) DoD Directive 5000.11, “Data Elenments and Data Codes
St andardi zation Program " Decenber 7, 1964

(c) DoD Instruction 5000.12, “Data El ements and Data Codes
St andardi zation Procedures ,“ April 27, 1965

(d) DoD 5000. 12-M “DoD Manual for Standard Data El enents, ”
Cct ober 1986, authorized by DoD Instruction 5000.12,
April 27, 1965

(e) through (r) , see enclosure 1

A REISSUANCE AND PURPOSE

This Instruction:
1.  Reissues reference (a)

2.  Updates policies and procedures for reporting of selected personnel
data for civilian enployees of the Departnment of Defense.

3. Cancels Report Control Synbol DD-M(Q) 1458.

B. APPLICABILITY AND SCOPE

This Instruction;

1. Applies to the Ofice of the Secretary of Defense (0SD) , the Military
Departments (including respective National Guard and Reserve conponents ) , the
Organi zation of the Joint Chiefs of Staff (0JCS) , the Unified and Specified
Commands, the Inspector General of the Departnment of Defense (I6, DoD) and the
Def ense Agencies with the exception of the National Security Agency/Centr al
Security Service (NsA/cSS), and the Defense Intelligence Agency (DIA), (here-
after referred to collectively as “DoD Conponents” ).

2. Requires reporting on all direct-hire civilian personnel enployed by
DoD Conponents, excluding foreign national direct hires working outside the
United States.

c. PQICY

It is DoD policy to provide a DoD centralized capability for analyzing and
reporting of civilian personnel master file and transaction data. This report-
ing requirenment does not alter current requirements for reporting civilian
personnel data to the U S. Ofice of Personnel Minagement (OPM) .



D. | NFORVATI ON REQUI REMENTS

1.  Procedures

a. Reporting shall be acconplished through magnetic tapes, |abeled as
specified in enclosure 2 and formatted as shown in enclosure 3.

b. Each report shall be acconpanied by a letter of transmttal that:
(1) ldentifies the files transmtted.
(2) States the number of records in each file.
c. DoD standard data el enents and codes established by DoD Directive
5000. 11 and DoD Instruction 5000.12 (references (b) and (c)) shall be used
where specified.

(1) Gher data elements and codes are nonstandard and nmay change
after standardi zing under references (b) and (c). Nonstandard data el enents
are being investigated for possible standardization.

(2) When source files contain codes differing fromthe standards
publ i shed in DoD 5000.12-M (reference (d)) , converting to DoD standards is the
responsibility of the DoD Conponent.

(3) When no DoD standard exists, DoD Components shall submt data
el ements with the sane coding used within subm ssions to FPM Suppl enment 298-1
(reference (e) ).

2.  Requirenents

a. Two subm ssions are required for each reporting period.

(1) One subm ssion covers all civilian personnel enpl oyed on the
“as of” date of the reporting period (master file). The master file shall show
only the latest action with the current status of the enployee as formatted in
enclosure 3. Al data elenents required in enclosure 3 shall be submitted.
Nonrequired data elements shall be submtted blank until they becone avail able
to the sender’s data system

(2) The second subm ssion shall contain one record for each
transaction with a processing date in the quarter preceding the “as of”date of
the reporting period (transaction file). A transaction is any action requiring
reporting by the Assistant Secretary of Defense (Force Managenent and Person-
nel ) (ASD(FM&P)) or by OPM under FPM Suppl enment 296-33 (reference (f)). OPM's
data standards may be reviewed in FPM Suppl ement 292-1 (reference (Q)).

(a) Information in the transaction file shall reflect the
status of an enployee after each transaction has taken effect.

(b) Al data elenents required in enclosure 3 shall be
submtted for each transaction, including the latest action code and the
affected data elenents with updated status.
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(c) For separation, the last current status and the separa-
tion code shall be reported.

(d) Data elenents 14, 23, 41, 57 through 62, and 66 through 75
are required only if currently available. If these elenments are not available
now, but becone available at a later date, reporting should commence at that
tine.

b. Reports shall be Oade under the follow ng schedule and continually
shal| be nmade using this reporting pattern:

MASTER FI LE TRANSACTI ON FI LE
File as of Date Subm ssi on Date Transaction Period Subm ssi on Date
Dec 31, 1986 Jan 31, 1987 Ot 1, 1986-Dec 31, 1986 Jan 31, 1987
Mar 31, 1987 Apr 30, 1987 Jan 1, 1987-Mar 31, 1987 Apr 30, 1987
Jun 30, 1987 Jul 31, 1987 Apr 1, 1987-Jun 30, 1987 Jul 31, 1987
Sep 30, 1987 Gt 31, 1987 Jul 1, 1987-Sep 30, 1987 Gt 31, 1987

c.-~1heporting requirenents of this Instruction have been assigned
Report Control Synbol DD-FM&P(Q)1458.

E.  EFFECTI VE DATE AND | MPLENENTATI ON

This Instruction is effective inmediately. Forward two copies of
i npl ementing docunents to the Assistant Secretary of Defense (Force Managenent

and Personnel) within 120 days.
lzéizth;JJYJZKZéégfl- N

David #. Arnor
Principal Deputy
Assi stant Secretary of Defense
(Force Managenent and Personnel)

Encl osures - 4
1. References
2. Subm ssion Instructions
3. Format for Master and Transaction Files
4. Coding Description
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REFERENCES. conti nued

(e) FPM Suppl enment 298-1, “The Central Personel Data File,” through Install-
ment 7, June 12, 1985

(f)  FPM Suppl enent 296-33, “The Quide to Processing Personnel Actions,”
through Installnment 22, June 17, 1986

(g) FPM Suppl ement 292-1, "Personnel Data Standards” through Installnent 8,
Cct ober 29, 1985

(h)  GPO Stock Number 022-000-00193-1, “Worldw de Ceographic Location Codes,”
April 1984

(i) Public Law 99-335, June 6, 1986 (Title 5 United States Code, Section 8401 )

(j) DoD 7045.7-H, "FYDP Program Structure,” September 1985, authorized by
DoD Instruction 7045.7, May 23, 1984

(k) Title 5 Code of Federal Regulations, part 351

(1) FPM Letter 298-31, “Mdification to the Central Personnel Data File
(CPDF) for Performance Managenent and Recognition System Reporting
Requirenents,” Cctober 9, 1985

(mM FPM Letter 292-34, “Update to Personnel Data Standards,” July 7, 1986

(n) GPO Stock Number 006-000-01288-4, “Union Recognition in the Federal
Governnent,” January 1985

(0) GPO Stock Number 906-001-00000-4, “Federal Personnel Manual,” Apri
1986

(P) Executive Order 12356, “National Security Information,” April 2, 1982

(q) “Atomc Energy Act of 1954,” August 30, 1954 (Title 42, United States Code,
Section 2011, et. seq.)

(r) FPM Letter 292-35, “Data Standards for the Redesigned Central Personnel
Data File (CPDF)," Septenber 24, 1986
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SUBM SSI ON_ | NSTRUCTI ONS

Tape Specifications

R Do DD
*» »

=

No header or trailer |abels

Density--6250 BPI preferred/ 1600 BPI accepted

Track--9 track

Record Length--220

Bl ock size--11000 (220 x 50)

Master File Sequence--Social Security Nunber (SSN)

Transaction File Sequence--Effective Date (last date first) order

wi thin SSN

Nunmeric data should be right-justified with |eading zeros; alphas and
al phanunmeric data should be left-justified with trailing blanks

All dates to be presented in year-nonth-day form (YYMMDD)

Use bl anks for inapplicable and unavailable data unless another code is
specified

Tape subm ssions nust be conpatible with IBM 370 series hardware

Ext ernal Label

TFKR o an DT

File Type (Master or Transaction)
Density

Tracks

Agency

Subm ssion Date

Report Control Synbol

Reel Sequence Nunber

Report as of Date

Record Count

Shi ppi ng | nstructions

d.

b.

Tapes shall be nailed (certified) to the follow ng address:

Def ense Manpower Data Center

O fice of the Assistant Secretary of Defense (FM&P)
File Manager, Gvilian Files

550 Camino El Estero, Suite 200

Mont erey, CA 93940- 3231

To guarantee next day delivery of overdue tapes, ship with an overnight
delivery service.

2-1
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FORMAT FOR MASTER AND TRANSACTI ON FI LES

DATA ELEMENTS

Dat a Nunmber DoD St andard Data
El enent Record of El ement Reference
Nunber Field Characters Descri ption Nunber and Comrents
1 1-9 ON Social Security Nunber OPM St andard SOC-079
See encl osure 4
2 10- 15 6N Service Conputation OPM St andard CAL-003
Date (Leave) See enclosure 4
3 16 I N Citizenship Status OPM St andard CIT-001
See encl osure 4
4 17-22 6N Date of Birth DA-FA-AS
See enclosure 4
5 23 1A Wirk Schedul e Code OPM St andard WOR-003
See encl osure 4
6 24- 27 4N Personnel O fice OPM Standard SUB-081
| dentifier
N 28- 33 6N Ef fective Date of OPM St andard CAL-003
Per sonnel Action See enclosure 4
8 34- 39 6N Sal ary OPM St andar d DOL-001
See encl osure 4
9 40- 43 4N Cccupational Code OPM St andard 0CC-031
See encl osure 4
10 44- 45 2N Functi onal OPM St andard JOB-005
Classification of See encl osure 4
Scientists and
Engi neers
11 46- 47 2AN Locati on Code OPM St andard GEO-007
(State or Country) See enclosure 4
12 48-51 4N Locati on Code OPM St andard GEO-007
(Gity) See enclosure 4
13 52-54 3N Locati on Code OPM St andard GEO-007
(County) See enclosure 4

3-1



Dat a Nunber DoD Standard Data
El ement Record of El ement Reference
Nunber Field Characters Descri ption Nunber and Comments
14 55-56 2N Tine in Hours 10-TT- 09
See enclosure 4
15 57-58 2N Report abl e Handi cap OPM St andard MED-001
See enclosure 4
16 59 1AN Pay Rate Determ nant OPM St andard PAY-035
See enclosure 4
17 60-61 2A Pay Basis Code OPM St andard PAY-001
See enclosure 4
18 62 1N Veterans' Preference OPM St andard VET-001
Category See Enclosure 4
19 63 1N Tenure Code (Enployee  OPM Standard TEN- 001
Tenure G oup) See enclosure 4
20 64 1A Federal Enpl oyees FE-CB
G oup Life Insurance See enclosure 4
St at us
21 65 1AN Retirement Plan OPM St andard RET-001
(Civilian Retirenent See enclosure 4
System
22 66 1N Position Cccupi ed OPM St andar d P0S-039
(Position Service See enclosure 4
| dentifier)
23 67 I N DoD Transfer Indicator See enclosure 4
24 68 1A Sex of Enpl oyee OPM St andard SEX- 001
See enclosure 4
25 69- 72 4AN Agency Code OPM St andar d ORG-001

3-2

See encl osure 4
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Dat a Nunber DoD Standard Data
El ement Record of El ement Reference
Nunber Field Characters Descri ption Nunber and Conments
26 73-74 2A Pay Plan Code OPM St andard PAY-002
27 75-76 2AN Pay G ade Level OPM St andar d GRA-007
See enclosure 4
28 77-78 2N Step or Rate OPM St andard PAY-079
See enclosure 4
29 79-81 3N Nature of Action (1) OPM Standard NAT-009
(Nature of Personnel
Act i on)
30 82 IN Supervisory or OPM St andard SUP-077
Nonsuper vi sory See enclosure 4
| ndi cat or
31 83- 84 2N Educati on Level OPM St andar d EDU-003
See enclosure 4
32 85- 86 2N Year Degree Attained OPM Standard YEA-003
See enclosure 4
33 87-90 4N Academ ¢ Discipline OPM St andard ACA-003
= See enclosure 4
34 91 1A Race and Nati onal OPM St andar d RAC-090
Origin ldentification See enclosure 4
35 92-97 * 6AN Unit Identification Service specific
| ndi cat or See encl osure 4
36 98- 103 6AN Program El enent See enclosure 4
| ndi cat or
37 104 1IN G vil Function See enclosure 4
| ndi cat or
38 105 1N Mlitary Technician See enclosure 4
Fl ag
39 106- 109 AN Appropriation See enclosure 4

3-3



Dat a Number DoD Standard Data
El ement Record of El enent Reference
Nunber Field Char acters Descri ption Nunber and Conment s
40 110 1N Active Strength See enclosure 4
Flag (Active or
| nactive Strength
Fl ag)
41 111-112 2N Year of Bachelor’s See encl osure 4
Degr ee
42 113 1A Perf or mance Level OPM St andard PER-003
| dentifier See encl osure 4
43 114 1 Filler Bl ank
44 115-119 5N Per f ormance Managenent OPM St andard BUD- 010
and Recognition System See enclosure 4
(PMRS) Al | ocati on
(Merit Pay Pool)
45 120- 123 4N Bargai ning Unit Status OPM St andard BAR-003
See enclosure 4
46 124- 146 23A Enpl oyee Nane OPM St andard NAM 042
47 147 1N Annuitant | ndi cat or OPM St andard ANN- 007
See enclosure 4
48 148 1A Fai r Labor Standards OPM St andar d FAI-001
Act Exenption Status See enclosure 4
49 149- 151 3AN Legal Authority 1 OPM Standard LEG 008
and FPM Suppl enent
296-33 (reference (f))
See enclosure 4
50 152- 154 3AN Legal Authority 2 OPM St andard LEG 008
and reference (f)
See encl osure 4
51 155 1A Vietnam Era Veteran OPM Standard VI E-003

| ndi cat or

3-4
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Dat a Nunber DoD Standard Data
El ement Record of El ement Reference
Nunber Field Characters Descri ption Nunber and Comments
52 156- 158 3AN Current Appoi nt ment OPM Standard LEG 008
Aut hority 1 and reference (f)
See enclosure 4
53 159 1N Overseas Emergency See enclosure 4
Essential Agreenent
Fl ag
54 160- 164 5AN Health Plan (Health OPM Standard HEA-OLO
Benefit Pl an) See enclosure 4
55 165-168 4N Creditable Mlitary OPM St andard CAL- 020
Service See enclosure 4
56 169- 172 4 Fil |l er Bl anks
57 173- 176 4N Date of Last Pronotion  See enclosure 4
58 177-180 4N Date Entered Current See encl osure 4
G ade
59 181 1N Position Sensitivity Proposed OPM Standard
See enclosure 4
60 182 I N Level of Access to Proposed OPM St andard
Sensitive Information See enclosure 4
61 183- 186 4N Date of Current See enclosure 4
Security Cl earance
62 187 1AN Security lInvestigation See enclosure 4
Type
63 188-191 4N Frozen Givil Service OPM St andard CAL- 020
Retirement System See encl osure 4
(CSRS) Service
64 192-193 2 Filler Bl anks
65 194 | A Previ ous Retirement OPM Standard PRE-OLO

Cover age

3-5
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Dat a Nunber DoD Standard Data
El enent Record of El ement Reference
Nunber Fi el d Characters Descri ption Nunber and Comments
66 195- 196 2A Language |dentity LA- m
(Forei gn Language 1 See enclosure 4
-l dentity)
67 197-198 2N Language Listening LA-J- X
Proficiency Level
(First Language)
68 199- 200 2N Language Readi ng LA-JY
Proficiency Level
(First Language)
69 201- 202 2N Language Speaki ng LA-J-W
Proficiency Level
(First Language)
70 203- 206 4N Lat est Proficiency DA-FA-AM
Eval uation Date, See enclosure 4
First Language
71 207-208 2A Language ldentity LA-m
(Foreign Language 2 See enclosure 4
-l dentity)
72 209-210 2N Language Li st eni ng LA-J- X
Proficiency Level
(Second Language)
73 211-212 - 2N Language Readi ng LA- n!
Proficiency Level
(Second Language)
74 213-214 2N Language Speaki ng LA-JW
Proficiency Level
(Second Language)
75 215-218 4N Language Proficiency DA-FA-AN
Eval uati on. Dat e, See enclosure 4
Second Language
76 219- 220 2 Filler Bl anks

3-6
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NOTE :  Ceneral information for personnel processing this report is as follows:

1.

Data el enents and coding nust be indicated as in this Instruction.
VWhen specific coding instruction is not provided, reference nust be
Oade to DoD 5000.12-M (reference (d)). Nonconpliance with either
the coding instructions in DoD Instruction 1444.2 (reference (a))

or those in the DoD Data El enent Program shall nake the nonconply-

I ng organi zation responsible for required concessions in data base
communi cation. Cost of data conversions shall be borne by the
manager with a data elenment category lacking in precedence.

Subm ssion of the followng data elenents is optional at the present
time: nunbers 14, 23, 41, 57 through 62 and 66 through 75. You
must submt these data el enments when they become available to your
system

3-7
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CODI NG DESCRI PTI ON

Dat a El ement
Nunber DESCRI PTI ON

OPM St andard

Refers to the coding standards devel oped by OPM under FPM
Suppl ement 298-1 (reference (e)). Those standards may be reviewed
in FPM Suppl ement 292-1 (reference (g)).

1 Social Security Nunber

Valid ranges are 001000000 through 626999999 and 700000000 t hrough
728999999. Nunerals of the account nunber assigned by the Socia
Security Admnistration (or the pseudo SSN created in speci al
circunstances) are the code. If a valid nunber is not avail able,

see subchapter 3-1(e) of (reference (e)) for instructions on creating
a pseudo SSN.

2, 4, 7 Service Conmputation Date (Leave) and Date of Birth and Effective
Dat e of Personnel Action

YYMMDD sequence. Year: 00-99. Mnth: 01-12. Day: 01-31.

3 Citizenship Status

1 U S Citizen (including U S Nationals)

8 Non-U.S. CGtizen
5 Wirk Schedul e Code

F=~Full-tine

P=Part-tine

| = Intermttent

G = Full-tinme seasonal

Q = Part-tine seasonal

J=Intermttent seasonal

H= Full-tinme on-call

R= Part-tinme on-call
8 Salary

OCPM is now requiring scheduled, salary while the Defense Manpower
Data Center (DMDC) continues to need payable salary. See Book |11,
CPDF-DOL~001 of reference (g) for additional information.

4-1



Dat a El enent

Nunber

9

10

11, 12, 13

14

15

16

17

DESCRI PTI ON

Qccupational Code

See FPM Suppl enent 292-1, Book |1l (reference (g)) for additiona
advi ce on codi ng.

Functional Cdassification of Scientists and Engi neers

00, or 11-99. (Blanks are not valid.) See reference (8).

Locati on Code (State or Country, CGty, county)

These three data elenents shall conply wth codes in GPO Stock
Nunber 022-000-00193-1 (reference (h)) and with the update of
these codes in reference (g). US. Territories and foreign
countries are al phabetically coded. States (including the
District of Colunbia), counties, and cities are coded nunerically.

Time in Hours

The nunber of schedul ed work hours (01 through 40) per week.

Reportabl e Handi cap

Al l owabl e codes are in the range 01-94. For valid codes, see
reference (g). The follow ng codes no |onger are acceptable and
shoul d not be submitted: 00, 10, 11, 20, 21, 30, 31, 40 through
43, 50 through 56, and 99.

Pay Rate Determ nant

Al | owabl e codes are O, 2-8, A-B, E-F, J-K,R-S8,andU-V. See
CPDF-PAY.035 (reference (g)) for explanation of codes.

Pay Basi s Code

PA = Per annum
PD =. Per diem
PH = Per hour

PM = Per nonth

FB= Fee basis
Pw= Piece work
W = Wthout conpensation
BW = Bi-weekly

4-2
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Dat a El enent
Nunber DESCRI PTI ON
18 Veterans’ Preference Category
1 = None
2 =5 points
3 = 10 points (disability)
4 = 10 points (conpensabl e)
5 = 10 points (other)
6 = 10 points (30 percent conpensabl e)
19 Tenure Code (Enployee Tenure G oup)
0 = No tenure group
1 = Career appoint ment
2 = Career conditional appointnent
3 = Tenporary appoi nt nent
See FPM Suppl ement 292-1, Book |11, CPDF-TEN-001 (reference
(g)) for additional details.

20 Federal Enpl oyees G oup Life |nsurance

(Codes 1 through 4 are no longer valid and should not be
submtted.) See reference (g) for definition of valid
codes A-Z.

21 Retirement Plan (Civilian Retirenent System

Singl e Systens

1 = CSRS

2 = Social Security System (FICA)

3 = Foreign Service Retirenent and Disability System
(¥s)

4 = None (no Federal retirenent system)

5 = Oher (for exanple, Teachers Insurance Retirenent
Annuity Plan for professors at the Uniformed Services
University of the Health Sciences and State governnent
retirement systens for National Guard Technicians.) -

6 = Cvil Service Retirenent System- Special (for |aw

enforcenment officers and firefighters.)

Combi nati on FICA and Partial Contributions

Enpl oyee makes full contribution to FICA and parti al
contribution to other system Beginning January 1, 1987,
once an enployee’s basic pay exceeds the nmaxi nrum Fl CA wage
base and is no longer subject to the FICA tax, full
contributions are withheld for CSRS, CSRS--special, FS, or
other retirement system e.g. , 7 or 7.5 Percent rate,.

4-3



Dat a El ement

Nunber

22

23

DESCRI PTI ON

FICA and CSRS (partial)

FI CA and CSRS--Special (partial)

FICA and FS (partial)

FICA and Qther (partial)

FERS and FI CA (The Federal Enployees’ Retirenent
Syst em (FERS) was established-January 1, 1987, by
Public Law 99-335, June 6, 1986 (reference (i).)
FERS and FICA--Air Traffic Controllers

FERS and FI CA--Special (for |aw enforcenent officers
and firefighters)

FERS and FI CA--Reserve Techni cians

Foreign Service Pension System (FSPS) and FI CA
(The FSPS was established” under (reference (i).)

XeEOMo
] I O T | I

=
nn

0 Z

Combi nati ons of FICA and Full Contributions

Enmpl oyee makes full contribution to FICA and full
contribution to other system

R= FICA and CSRS (full)

FI CA and CSRS--Special (full)
FI CA and FS (full)

FI CA and Other (full)

T
w
X

Position Cccupied (Position Service ldentifier)

1 = Conpetitive service

2 = Excepted service

3 = SES (general)

4 = SES (career reserved)

DoD Transfer |ndicator

1 = Transfer to another DoD Agency fromthis DoD Agency

2 = Transfer from another DoD Agency to this DoD Agency

3 = Transfer fromthe Departnent of Defense to a non-DoD
Agency of the U.S Governnent

4 = Transfer from a non-DoD Agency of the U S. Governnent

to the Departnent of Defense

DoD transfer indicator nust be present on both transfer-in
and transfer-out transaction records. The indicator nust
al so be reported in each subsequent master file record of
an enpl oyee whose accession was by transfer (i.e, codes

2 and 4 above).
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Dat a El enent
Nunber DESCRIPTION
24 Sex of Enpl oyee
M= Ml e
F = Femal e
25 Agency Code

DD = Defense Agencies; bureaus are 01-30

AR= Arny; bureaus are AG-X8

NV= Navy; bureaus are 08-78 (27 = Marines)

AF= Air Force; bureaus are 0A-0Y, 01-34, 1S-1X, NG
2C~2W and 3F- 3V

Pl ace the Agency portion of the code in record positions
69-70 and the bureau portion in positions 71-72.

27 Pav G ade Level

00 = Not applicable (e.g., SES); otherw se, 01-99 or,
if Agency is Ofice of Dependents Schools (DD17)
and pay plan is TP, then grade should be submtted
al phabetically.

28 Step or Rate

00 = Not applicable; otherwse 01-15.

30 Supervi sory or Nonsupervisory |ndicator
1 = Supervisory
3 = Manageri al
4 = Supervisor (CSRA)
5 = Managenment official (CSRA)
6 = Leader
8 = All other (nonsupervisor and nonmanager)

31 Educati on Level

01-22 (code 00 is no longer valid). See FPM Suppl enent
292-1, Book |Il, CPDF-EDU-003 (reference (Q)).

32 Year Degree Attained

Year of attainment of highest educational degree. Submt
00-99 if educational level code is 13-22: |eave blank if
educational level code is blank or 01-12.

4-5



Dat a El enent

Nunber

37

38

39

40

CePZIrRCTIO
TR T TR TR VR TR TR TR

O Xs<
Il

=

DESCRI PTI ON

National Security Agency, Central Security Service
Def ense Nucl ear Agency

Def ense Reconnaissance Support Program

Joint Chiefs of Staff

Def ense Conmuni cati ons Agency

Def ense Intelligence Agency

Mar i nes

Navy

Def ense Contract Audit Agency

Def ense Logistics Agency

Undi stributed Resources (for use only by the Ofice of the
Assi stant Secretary of Defense (Conptroller) OASD(C))
Def ense Investigative Service

Uni fornmed Services University of the Health Sciences
| nspector Ceneral

| Function |ndicator

e
if

Mlitary function. (Defined organizationally to include
all u.s. Arny enpl oyees--except U S. Arny Corps of

Engi neers enpl oyees performng the Corps’ civil
functions and Arlington National Cenmetery enployees--
and to include all enployees of all other DoD Agencies
and Services.)

Cvil Function. (Limted to enployees of the U S Arny
Corps of Engineers performng the Corps’ civil
functions: e.g., dambuilding for the Nation’s rivers,
and to all employees of Arlington National Cenetery.)

Military Technician Fl ag

0

1 =
2 =

Neit her a National Guard technician nor a Reserve
t echni ci an

Nat i onal Quard technician

Reserve technician

Appropriation

0300-0598. Assign the appropriation resource identification
code taken from DoD 7045.7-H (reference (j)).

Act

ve Strength Flag (Active or |nactive Strength Flag)

1 =

Active, strength accountable (including veteran
readj ust ment appoi nt ees)

4-8



Sep 16, 87
1444. 2 (Encl 4)

Dat a El enment
Nunber DESCRI PTI ON

2 = Active, not ceiling strength accountable (including
persons on |eave wth pay--NOA 462; “stay-in-school
canpai gn” enpl oyees--NOA 171 or 571 and current
appoi ntment authority code WwM; “sunmer aids"--pay plan
code YV; “Federal junior fellowship” employees-~NOA 170
or 570 and current appointnment authority code YAM and
first-year-hired worker trainee opportunities program
enpl oyees)

3 = Inactive, strength accountable (including |eave w thout
pay (LWOP) | ess than 30 days, e.g., tenporary absence due
to work related injury--NOA 460 and |egal authority code
Q@M

4 = |nactive, not strength accountable (including LWOP
greater than 30 days)

NOTE : “Active” neans currently being paid; “strength
account abl e” neans this worker counts toward OMB's
ceiling strength.

41 Year of Bachel or’s Degree

Leave blank for education levels | ower than the Bachelor’s
degree (i.e., education |evel codes 01-12 or bl ank).

O herwi se submt year of attainment of first Bachelor’s
degree (00-99). (If an enployee has an advanced degree
above the Bachelor’s degree level, then the year degree
attained field (data el ement 32) should have the advanced
degree and this field (data el ement 41) should have the
first Bachelor's degree year.)

42 Performance Level Ildentifier

Required for all enployees.

Qut st andi ng

Exceeds fully successful

Ful |y successful

Mninmally satisfactory

Unsati sfactory

Not applicable. Code should be entered for GS1
t hrough 15 enpl oyees not having a performance
eval uation during the fiscal year and for PNRS
(GW enpl oyees having no current rating of record
that is usable for PMRS payout purposes.

-
-

b
-

HxEmw
< SRS M )

nou ot nn

X Z®KRoo>»
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Dat a El ement

Nunmber

44

45

47

DESCRI PTI ON

W = GS enpl oyee without sunmmary rating. Code may be
entered only for GS 1 through 15 enpl oyees not
having performance plans requiring a sunmary
rating (other than the highest and |owest ratings
required by 5 CFR 351, reference (k)).

PMRS Al location (Merit Pay Pool)

Required in transaction records holding a nature of action
code of 891 (PMRS nerit increase). Optional in all other
master or transaction file records. Do not submt zeros in
lieu of blanks in records defined as optional.

Fornerly titled “merit pay unit designator.” The PMRS
performance budget allocation is a five-digit, numeric,
Agency- assi gned code for identifying individuals who have
been grouped together for perfornmance management purposes.
The fifth character position of this code identifies the
fiscal year of the funds from which any performance awards
to this group are to be paid. [If performance awards are
paid by an Agency from a single budget allocation, zero-fill
the performance budget allocation portion of the field, but
i nclude fiscal year from which the performance award is
paid. See FPM Letter 298-31 (reference (l)) and FPM Letter
292-34 (reference (m), for additional guidance on coding.

Bargaining Unit Status

The code of the bargaining unit representing the enpl oyee
Oay be found in GPO Stock Nunber 006-000-01288-4 (reference
(n)) at the last four digits of the "OLMR Nunber.”

i
8888

Eligible but not in a bargaining unit
Ineligible for including in a bargaining unit

Annui tant | ndi cator

1 = Enpl oyee whose annuity under the CSRS continues after
appoi ntment.  (Reenpl oyed annuitant.)

2 = Enployee is a nenber or former Oenber of a uniforned
service who is receiving retired or retainer pay as a
comm ssioned or warrant officer. (The uniformed
services are Arny, Navy, Air Force, Mari ne Corps, Coast
Cuard, National Oceanic and Atnospheric Adm nistration,
and Public Health Service.) (Retired uniformed service
of ficer.)

3 = Enployee is a menber or fornmer member of a uniformed
service who is receiving retired or retainer pay for
non-officer (or enlisted) service. (Retired uniforned
service enlisted.)

4- 10



Sep 16, 87
1444, 2 (Encl 4)

Dat a El enment
Nunber DESCRI PTI ON

4 = Enployee is both a retired uniformed service conm ssioned
or warrant officer and a reenpl oyed annuitant. (Retired
uni formed service officer and reenpl oyed annuitant.)

5= Enployee is both a retired unifornmed Service enlisted
menber and a reenpl oyed annuitant. (Retired enlisted
and reenpl oyed annuitant.)

9 = Not applicable--none of the above codes apply.

48 Fair Labor Standards Act Exenption Status

E
N

Exenpt enpl oyee
Non- exenpt enpl oyee

See FPM Suppl enent 292-1, Book I|1I, CPDF-FAI-001 (reference
(g)) for additional details.

49 Legal Authority 1

Primary |aw, Executive order, rule, regulation, or other
basis authorizing the appointing officer to effect a
personnel action on an enpl oyee.

See FPM Suppl ement 296-33 (reference (f)) for guidance on
| egal authority codes.

50 Legal Authority 2

Secondary or additional authority for the personnel action.

52 Current Appointnent Authority 1

Consists of the primary legal authority describing the basis
for a hiring action and nust always reflect the enployee’s
most recent appointnent or conversion. Code ZZZ shoul d be
reported for all enployees whose nost recent appointment or
conversion was to a conpetitive service position and was
before January 1982.

53 Over seas Emergency-Essential Agreement Flag

1 = Enployee is in an overseas energency-essential position
and has signed the Energency-Essential Position
Agr eenent .

2 = Enployee is in an overseas energency-essential position
and has not signed the Emergency-Essential Position
Agr eenent .

3 = Enployee is in an overseas energency-essential position
designated as critical and has signed the
Emer gency- Essential Position Agreenent.

4-11



Dat a El enent
Nunber DESCRI PTI ON

4 = Enployee is in an overseas energency-essential position
designated as critical and has not signed the
Emer gency- Essential Position Agreenent.

0 = Not applicable and unknown.

NOTE :  An enployee in a critical position should be coded 3
or 4, not 1 or 2.

NOTE : DMDC shal |l accept energency-essential data on
CONUS enpl oyees.

54 Health Plan (Health Benefit Pl an)

Required in master file records for March and Septenber.
Optional in June and Decenber master file records and al
transaction records.

The OPM has revised its requirements for this data el enent
from5 AN to 3 AN, but advises that there is a possibility
that this data el enent shall be expanded to 5 AN by 1988.
Therefore DMDC submi ssions shall contain zeros in positions
160 and 161. Positions 162 and 163 shall contain the health
plan carrier code (e.g., 20 = Aetna) and position 164 shal

i ndicate the enrollnment category and option.

NOTE :  Sone carriers do not have all options.

1 = Self only--high option
2 = Self and famly--high option
4 = Self only--1ow option
5 = Self and fam|ly--1ow option
- X = Pending. Enployee has not elected coverage,
but is eligible to do so.
Y = Declined enrollment or canceled policy
z = Not eligible
See FPM Suppl emrental 292-1, Book |Il, CPDF-HEA-010

(reference (g)) for additional information.

55 Creditable MIlitary Service

The data to be reported represent the total years and nonths

of a covered enployee’s mlitary service that is creditable for
annual | eave accrual. The data should be reported on all

enpl oyees under the CSRS or under the FERS. |f a covered

enpl oyee’s creditable mlitary service is unknown, submt

bl anks, not zeroes. Enter zeros when the covered enpl oyee

has no creditable mlitary service.
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A covered enployee’s master file record should report
creditable Lilitary service data. A covered enpl oyee’s
transaction file record should report the data if the nature of
action(l) is 100-199 or 500-599 or 882; or if nature of
action(l) is 002 and nature of action(2) is 100-199,

500-599, or 882. The data should be left blank in all other
situations; i.e. , if the enployee is not covered.

See FPM Suppl enent 296- 33, appendix A to subchapter 6,
reference (f) for guidance on calculating creditable

mlitary service. See reference (g) for additional
i nfornation.

57 Date of Last Pronption

Date (YYMM sequence) the enpl oyee received the |ast

permanent pronotion. Leave blank only if the enployee has
never been pronoted since the nobst recent accession into the
Cvil Service. Year is 00-99, month is 01-12.

58 Date Entered Current G ade (DECG)

Ef fective date (YYMM sequence) of personnel action that
moved the individual to current pay system and grade or
step. For nost pay systenms, DECG is based on an accession
or a change of pay system and/or grade. For the ES pay
system the DECG is based on pay system and step. This

el ement shoul d always be submtted; i.e., never with blanks.

59 Position Sensitivity

Coding is used to show the overall sensitivity designation

of the position for U S, national security under Federal
Personnel Manual, GPO Stock Nunmber 906-001-00000-4, chapter 732
(reference (0)). Reflects the suitability risk (potential for
adverse inpact on service efficiency) in chapter 731 of

reference (0), associated with the position or activity. The
suitability sensitivity assessnment or designation is part of the
desi gnation process. For full explanations of the follow ng
sensitivity levels, refer to chapter 731, subchapter 2 and
chapter 732, subchapter 2 of reference (0).

0 = Not designated. Not valid for use on SFF's 50 or 52,
OF-8, or equival ent Agency form
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Nunber

60

61

DESCRI PTI ON

1 = Non-sensitive (NS). U S. National security risk:

Potentially prejudicial to the U S national security.
Adversely inpacting on Service efficiency. Potential
for inpact involving duties of limted relation to the
Agency mission with program responsibilities affecting
Service efficiency.

Noncritical -sensitive (NCS). U.S. national security risk:
Potential for damage to potential for serious damage to
U.S. national security. Adversely inpacting on Service
efficiency. Potential for noderate to serious inpact

i nvol ving duties of considerable inportance to the

Agency mssion with significant program responsibilities
af fecting Service efficiency.

Critical-sensitive (€S). U.S. National security risk.
Potential for exceptionally grave damage to the national
security. Adversely inpacting on Service efficiency.
Potential for exceptionally grave inpact involving
duties of major inportance to the Agency m ssion wth
maj or program responsibilities affecting Service
efficiency.

Nat i onal security risk (SS). Potential for inestinmable damage
to U.S. national security adversely inpacting on Service effi-
ciency. Potential for inestinmable inpact involving duties crit-
ical to Agency mssion with broad scope and authority (e.qg.,
extremely inportant responsibilities affecting Service efficiency).

Level of Access to Sensitive Information

Level of access to information and naterials under
chapter 732 (reference (0)) or other authority.

W= O

(O | T [ I 1}

n

it

6

—

Not required

Confidential (as defined in E.O0. 12356 (reference (p))
Secret (reference (p))

Top secret (reference (p))

Sensitive conpartnmented information (Director of Central
Intelligence Directive 1/14)

"Q" clearance (as defined in the Atomc Energy Act of 1954

(reference (q))
"L" clearance (reference (q))

Date of Current Security C earance

Year

00-99

Month 01-12
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62 Security lnvestigation Type

The basis of the current security clearance.

QO
>
=

= No investigation

Entrance national agency check (ENAC)
Nat i onal agency check (NAC)

NAC plus witten inquiries (NACI)

Background investigation (BI)

Speci al BI (SBI)

NAC plus ten years service (obsolete)

NAC pl us special investigative inquiry (NACL)
ENAC plus special investigative inquiry (ENAL)
| nterview oriented BI (IBI)

Def ense NAC plus witten inquiries (DNAC)
Expanded NAC (XNAC)

Local records check and NAC plus witten inquiries requested
(LRCN)

NAC plus witten inquiries requested (NACW)
NAC (or NACI) plus BI or IBI requested (NACB)
NAC plus SBI requested (NACS)

BI or IBI (10 year scope) (BITN)

Periodic reinvestigation of BI or IBI (BIPR)
NAC plus partial SBI (NPSB)

Character investigation (CI)

Periodic reinvestigation of SBlI (SBPR)
Limted BI--OPM (LBI)

M ni mum BI--OPM (MBI)

SBI plus current NAC (SBIP)

NACI plus current NAC (NNAC)

Speci al investigative inquiry (S11)

IBI or BI plus current NAC (IBIP)

MBI plus current NAC (MBIP)

LBl plus current NAC (LBIP)

SBI plus current BI or IBI (SBBI)

IBI or BI requested (IBIR)

Unknown (UNKN)

SBI requested (SBIR)

Local records check (LRC)

MBI--expanded (MBIX)

LBI--expanded (LBIX)

Qt her investigation

N<XsSs<cCcH0nWITOUVOZZIMrX«—IOTMMUO WPIPOoOOXRXNOAPWNRT
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63 Frozen CSRS Service

The data to be reported represent the total years and nonths

of a covered employee's service under the CSRS atthe tine the
enpl oyee changed to the FERS. The data should be reported only
for enployees participating in the FERS. |If a covered enployee’s
frozen CSRS service is unknown, submt blanks, not zeroes. Enter
zeroes when the covered enpl oyee has no frozen CSRS servi ce.

A covered enployee's masterfile record should report frozen
CSRS service. A covered enployee's transaction file record
shoul d contain frozen CSRS service data if nature of
action(1l) is 100-199, 500-599, 803 or 882, or; if nature of
action(l) is 002 and nature of action(2) is 100-199, 500-599,
803 or 882. The data should be left blank in all other
situations; i.e. noncovered enployees.

See FPM Suppl enent 292-1, Book IIl (reference (g)) for
addi tional details.

65 Previ ous Retirenent Coverage

\Whet her the enpl oyee has, at the nobst recent appointnment to
Federal service, previously been covered by either the CSRS

or by the FERS. Required to be reported if the transaction
record has a nature of action(1l) value of 1XX, 5XX or 882; or a
nature of action(l) value of 002 and a nature of action(2) value
of 1XX, 5XX or 882; and current retirenment coverage is under

the CSRS or the FERS

Optionally reported in other transaction and master file
records, or |eave blank.

See FPM Letter 292-35 (reference (r)) for additional
i nformation.

P = Previously covered
N = Never covered

66, 71 Lanqguage |ldentity (Foreign Language 1 and 2)

See FPM Suppl ement 292-1, Book |V, OPT-LAN-020 (reference (Qg))
for additional details.

70, 75 Lat est Proficiency Evaluation Date, First Language and
Lat est Proficiency Evaluation Date, Second Language

YYMM sequence. Year: 00-99. Month: 01-12.
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